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Staging /Mobilization Plan 

Acceptance Process



1.0   Purpose

This work instruction defines the process for obtaining temporary space outside the facility for the construction contractor to use for staging during construction.

2.0   Applicability

This procedure applies to all NIH projects.

3.0   Responsibilities

The Project Officer is responsible initiating the Site Selection Request Form and submitting to the Site Coordination Center (SCC) for review.  The Site Coordination Center forwards its comments to the Division of Facility Planning and the Division of Facility Planning approves it.

4.0 Procedure
4.1 During the design process, the PO considers the requirements for construction staging and mobilization space, and ensures the AE incorporates this space into the design documents.  In order for approval of final design (or the scope of work for a construction project without formal design), the PO prepares a staging/mobilization plan and completes the Site Selection Request Form. 

4.2 The PO submits the staging/mobilization plan and Site Selection Request Form to the SSC for review and distribution to NIH authorities. If road closure is required as part of mobilization and staging, the PO includes a request along with a tentative date for temporary use of paved areas (Refer to C 2000 NIH Required Coordination and Permits).

4.3 NIH authorities comment on the submittal and recommend an action (accepted, make correction noted, disapproved, revise and resubmit, not accepted, etc.) to the Division of Facilities Planning.  They in turn, forward their recommended action to the PO (a minimum review time of 14 calendar days). If the submittal is not approved, the PO revises the request as appropriate and resubmits it.

4.4 When the staging/mobilization plan and the Site Selection Request Form are approved, the PO maintains the approvals in the project file.  Upon approval of the site, any restrictions for the site staging area are incorporated into the final contract documents (or the scope of work for a construction project without a formal design).

4.5 If after construction contract award, it is determined that modifications are needed to the already approved staging/mobilization plan and the Site Selection Request Form, the PO shall submit to the SSC a revised plan and form describing the modifications requested.  PO may not proceed with the modification until the SSC sends approval.

4.6 If road closure is required as part of construction, the PO includes a Request for Temporary Use of NIH Roadway/Sidewalks/Parking Lots Form (Refer to C 2000 NIH Required Coordination and Permits) with actual duration of closure.

5.0 Related Procedures

Not Applicable
6.0 Relevant Documents

NIH Design Policy and Guidelines, Temporary Construction 

7.0 Records

Completed Site Selection Request Forms (including any revisions)

Site Selection Request Approval (with any conditions/comments)



